DOCOflEIT BESaME 



ED 133 5«3 

TITLE 

INSTITOTION 

SPONS AGENCY 

REPORT NO 
POB DATE 
NOTE 

EDRS PRICE 
DESCRIPTORS 



IDENTIFIERS 



CE 009 581 

Administrative Assistant and Correspondence 

Specialist: Task List Competency Record. 

Minnesota Instructional Materials center, ^hite Bear 

lake. 

Minnesota State Dept. of Education, St- Paul. Div, of 

Vocational and Technical Education. 

VT-103-1123 

76 

msp.; For related documents see CE 009 579-590 , 

MF-$0.83 HC-$7.35 Plus Postage* j.^ ^ 

Administrative Personnel; Business Education; 
Cle ical Occupations; Human Relations; Individual 
Development; ♦Job Skills; *Occupat ional Information; 
Office Occupations Education; Post Secondary 
Education; Records (Forms); Secondary Education; 
♦Secretaries; Student Evaluation; Student Records; 
♦Task Analysis; ♦Typists 
Minnesota; Word Processing 



ABSTRACT 

One of a series of 12 in the secretarial/clerical 
area, this booklet for the vocational instructor contains job^ 
descriptions for two word processing occupations, the non-typing 
administrative assistant and the correspondence specialist (also 
called word processing correspondence specialist, magnetic keyboard 
specialist, or word processing trainee) ; task lists under the areas 
ofr competency for each job; an occupational tasks competency record 
for each (suggested as replacement for the traditional report card) a 
list of industry representatives and educators involved in developing 
the project, and statements of competencies and a separate competency 
record for the area of human relations and personal development. The 
duties listed for the administrative assistant include these: 
Performs routine secretarial and administrative duties (usually for 
more than one person) , prepares reports and other materials, makes 
travel arrangements, processes expense accounts, and maintains 
company records. The correspondence specialist duties involve 
operation of the typewriter and other office machines to process 
letters and other records and data* Areas of QDJnpetency in human 
relations and personal development are included (communication, 
self-development, personal appearance, office attitude, social and 
business etiquette; and job-seeking skills). Statements of 
competencies. may be graded at either the secondary or postsecondary 
level, and the competency records are intended to follow through 
vocational training at both levels. Tasjcs in the task list are cross 
referenced with those in the booklets for other secretarial/clerical 
jobs. (MF) 
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CROSS REFERENCE SYSTEM 



'( 

Task Lists in the s^cretarial/clerlcd area include: office services aid, typist, general 
office/typist, receptionist, secr6t.ary/iion-shor:hand, secretary/shorthand, educational office 
personnel, medical secretary,, legal secretary, administrative assistant, correspondence specialist, 
correspondence supervisor,, aijd data entiy operator. All Task Lists contain an add-on list of 
human relation^personal development qualities desirable for graduates seeking secretarial/clerical 
positions^/ t' 

The task lists for office services aid, typist, general office/typist, receptionist, s'ecretary/non- 
shorthand, and- secretary /shorthand are referred to as "GENERAL" secretarial/clerical lists and all 
additional lists- are referred to as "specialized" lists. 

Itie * and the numbering system is the key to cross-referencing for the specialized lists, The 
specialized lists are compared to the lists for typist, general office/typist, receptionist,, sec- 
retory/non-shorthand, and secretary/shorthantL When there is something on the specialized list 
that is not on the ge|ierai lists a * appears. ■ The position of the * indicates the level of 
change made in the AREA OF COMPETENCY, ae Statement of Competency, or the Task, For example, if 
tihe * appears before the AREA OF COMPETENCY the entire AREA OF COMPETENCY is new. If the » 
appears before a' Statement of Competency nr Tasli then only that Statement or Task is nev. If the 
• appears before a word then only that v is nev or different. It may be. necessary to refer to 
more than one general task list when com; stateiiients of competency. 



The Task List for Data Entry Operator is not referenced 'to the general lists because the tasks 
are unique in that area, and need spfecialized trsining, The Task Lists for Correspondence Specialist 
and Correspondence IJupefvisor are not referenced to the general lists because- tasks in these areas 
are applied to a vo:*d processing/correspondence center and the procedure for completing the tasks 
is different from the tasks in the general lists. I^e Task List for Correspondence Supervisor 
■is crossWeferenced as an add-on to the Correspondence Specialist Task List. 




INTRODUCTION TO WORD PROCISSINC 



Word ProcesBing is one of the fastest growing areas in Business and Industry. Education 
for this area should be considered a total word processing program and must include 
training for non-typing (Administrative Assistant) and training for typing (Correspondence 
Spflcialist} positions. Therefore, the task list for Word Processing Administrative 
Assistant and Word Processing Correspondence Specialist are presented in one booklet. 

Th* worker mobility chart on the following page is typical of that found in a business 
office that has implimented the total word processing concept, 'this worker mobility 
chirt identifies distinct functional areas for the Administrative Assiitant and the 
CorwBpondence Specialist. Their areas are inter-dependent and permit total promotional 
mobility for office workers. An Administrative Assistant can move to a Correspondence 
Specialist position or be promoted to the Administrative Supervisor position. The 
Corr«8pondence Specialist can move to the Administrative Assistant position or be promoted 
to the Correspondence Supervisor position. Promotion from either side leads to the Word 
Processing/Administrative Support Manager's position. 

I 



ill 



Worker Mobility Chart 




ERlcAdministrative Support Side 



Correspondence Side 
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INDUStllY RECOMMENDATIONS 

i 

ADMINISTIiATlVi: AliSl.VIANT AND ('iH(i;l';:ir(^N|i|'NrF srrciAi.iST 

\ 

Iniluirfiv .11 Ivt'fi li.ivr \\i\i\v 'lovn.il liiifjvsl Idiif; In fit mli^iil n wlic will f;(^rk fniplnvinont 

\\m\ romplrtloii (^1 tlil'i orciipar prnj^j-.ini. Tliivsc ;nif'j;rfit l<)iis lur fjMirral (ii nature ^iinl 
ilepirrltu* (he kind of li)illviitiifil w(n)i!i tliey whiti Iilr^v ^ vork(M' \\\ one who nut,- 

Infiirtor hil )v prrfi^nns (hr tank'; IIsIimI lii thhi doiiiniiMit aiv-' (uir who Ifi niatun* and reapoiiMlhlp, 
It. la linportaiif that an iMiiplovrt' have a posliivr aflltiuh* towanl work and that ho/nho contln- 
IK'S lo liMfil lai Ihr job. 

0\w way an (^nipldvor coni linifi to Iimmi in ihriuif'.p rcatlliif, iiriMi'lcM In prohviHlonal loiirnnhi 
and piibl lea Lions, li Is vrrv Important lOr a person In thlspniili Ion to Intelligently 
rominunlcate with eniploviMii, as.^uu'lates, and the ^^eperal piihllr, 

The eniplovee who Is assel fo the business asfuiinen responsibility tor rominlratlonfi (both 
written luid m:!!) that leave the office, /fhls Includes usinp, rorreet \\rm^r and punctuation, 
spelling words conertly, and proofreading carefully so that neat and accurate corrections 
are iiia^b'. Accuracy and confidentiality are extremelv important In all secretarial/clerical 
occupations. 
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JOB DESCRIPTION 



Administrative Assistant \ 

Other coMion job titles could include: Administrative Secretary, Associate 
Secretary Administrative Services, Secretary Administ tive Services. 

The administrative assistant serves t' e cc.^pany by performing secretarial 
and administrative duties within an amnis:rative support center. He/she . 
usually does work for more than one person ^nd is directly responsible to 
an administrative supervisor. 

Some^of the responsibilities^ in addition to routine secretarial duties , 
could include preparing 'reports on owi initiative or from general instruc- 
tions, maintaining or establishing a filing system, preparing materials 
for presentations, making travel larraigements, o^taining'and coordinating 
information ks requested, 'preparing o:r processing' expense 'accounts, and 
maintaining specific company records for budgeting and any other purposes 
the company may request. 

Graduates of the combined occupational program (administrative assistant and 
correspondence specialist) will be qualified to function as an administrative 
assistant or a correspondence;specialist. 'Promotion to the position of 
administrative supervisor (responsibilities assumed by this individual appear 
in the appendix) or correspondence supenisor is possible through additional 
training or experience on the job. 



TASKUST 



The following Task Hit gives you, the vocational Instructor, recomendatlons about 
what your students should be abk to do when they |ake a job as an MNISTRATIVE 
ASSISTM . . It was leveloped by a 'working comlttefe of secretarial/clerical Instruc- 
tors and Industry representatives throughout the state of Minnesota. 

The Task List on the following pages Includes the Tasks and tha AKEAS OF COMPETENCY 
recoaiended for a graduate of the Word Processing Occupational Prcgram. 

As you utilize this task list, you will need to continue workirif: with your local 
advisory connilttee and with other instructors in your geographic area. Judgments 
must be made, by you, concerning the amount of tlie to spend in teaching various 
tasks, the conditions surrounding the performance of each task and the 'performance 
level for each task that will be acceptable. 
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Adminislralive Assistant , , 

TASKUST ). . ' 

AREA OF COMPETENa: SPECIALIZED DUTIES ; 

(TYPES VERY LIHtE-SENDS EVERYTHING POSSIBLE TO (CORRESPONDENCE SPECIALISTS) 

■ • • , ' ' * ■ I 

*I.A. Types general business correspondence from: typed rough draft, fiandwritten rough 

draft, verbal instruction) verbal dictafSion at the typewriter, information compiled 

. and coii?)osed at the typewriter, shorthand note transcription (Oi>tioi\d) 

♦1. types letters requested by supervisor or principal in seveifal styles including 
any of the following features^ \ \. 

a. attention': line , , '• ; 

. b. carbon notations ,' . 

I 

^ c. company name in closing , : 

d. enclosure notations I 

e. listed materials . ! 

f ' ■ ' '' 

f. mailing notations ' ;' ' 

g. multiple page headings 

h. postscripts , " ; 

i. quoted material 

j. reference initials . , ' ■ 

k. special closings ' 

1. special- sized stationery 

(1) executive size 

(2) half size , 

(3) legal size 

m. statistical data in tabular form . 
n. subject line 



♦The position of the * denotes the scope of the chahge made in the task list, the statement of 
competency, or the area of competency, This task list was referenced to the task, list for 
secretary/non-shorthand'*and secretary/shorthand. 



1 . ' 

^Business correspondence is usually done by the correspondence specialist. 
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2. types addresses on envelopes 

a. addresses fot window envelopes 

b. mailing address (including ZIP Code) 

c. name above printed re to address 

d. ' return address 

e. special notations , - 

3. types interoffice memoranda^ 

'I 

a. plain paper with appropriate heading 

b. pre-printed forms • ♦ . 

Types multiple copies of general business forms that are pertinent to the specific 
' business from: lyped rough'' draft, handwritten rough draft, 'Verbal instruction, 
verbal dictation at the typewriter, information compiled and composed at thf typewriter. 

■■■ ' '■ . , r" 

1. types general business forms / 

a. bills of lading '■ . . 

b. credit memorandums • ■ ' 

c. financial reports ^ . , ■ i ' ' 
^. insurance forms 

e. •invoices 

f. purchase orders 

g. purchase requisitions . - \ 

h. statements o\ account \ 

i. voucher checks 
^ j. vouchers 



^The administrative assistant would type only short menos-the long or repetitive ones would ■ 



^The administrative assistant would type general forms unless they were repetitive in which 
case the correspondence specialist would type them. The correspondence specialist usually 
•does not type forms 

^If the financial -reports are statistical the correspondence specialist would type them 



- be done by the correspondence specialist 
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•I c Types mscellaneous.Mterial not practical to send to corresi»ndc ce sp« st 
tor typed rou* draft, hand«ritten rough draft, verbal instruction, verbal 
■ SatioI^J TtypeTiLr, inforMtion ccpiled and co.^sed at the tyt^nriter, 

shorthand note transcription tOptional) ' 

1. types miscellaneous material^ 

a. address, file folder, and file drawer labels ' 

b. index cards 

*c. fill-in information 

' d.-n. '-oniit- 
0. other materials pertinent to the specific business ■ ■ ^ 

\ 

' '*I.D. ■ Types reports (carbons may be required) ■ 

I 

.I.E. Prepares copy for reproduction (t>plng is done by the correspondence specialist) 

(See Communications. I.D.) ^ I 

.1 F Types corres[»ndence, records, reports, 'for.s, and .iscellaneous «t«ial fr« 
■ pid rough toft,- handwritten rough draft, verbal instruction, vertal di t^ 

■ It tWiter! in£o»tion co.piled and corposed at the typewriter, shorthand 
note transcription (optional) -with carbon copies 
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1. types materials with carbdn copies 



^ » 



a. to mail, 

b. for office files 
*c. for company use 



' i.G. Proofreads and makes neat and accurate corrections of typed material 

r 

1. makes corrections on 

a. copies typed with fabric ribbons 



SAdministrative support could do some light typing ' ' 

^Reports are usually sent to the correspondence specialist , for typing 
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b. copies 'typed with carbon ribbons 

0. ' carbon copies )' 
(i. offset masters 

*I.H. Proofreads typed material, notes errors, and returns, to correspondence specialist 

1. returns to correspondence specialist for corrections ^ 

AREA OF COMPETENCY; COMMUNICATIONS COMPOSITION (VERY IMPORTANT) 

*I.A. Composes and dictates to a correspondence specialist routine correspondence from 
verbal or handwritten outline and submits for approval and signature (under direct 

supervision) 

J 

' '•■ 1. composes and dictates, routine letters under direct supervision of supervisor 

a, requesting information and/or services 

b. expressing appreciation 

■ c. supplying information ,• 

d. responding to complaints 

e. declining. a request 

f . acknowledging (Correspondence 

g. expressing acceptance 

h. requesting payment j 

1. giving confirmation 
j. expressing condolence 

k. Attending "congratulations 
' 1. Qthers pertinent to the company 

2. proofreads and edits materials returned by correspondence specialist 
, 3. submits to principal or supervisor for approval and signature' 



/■■ • ^ 

■ , i 

' \x Composes and dictates (or sends m hard copy forin) to a correspondence .specialist 

the business or inforni4tional reiwrts requested by supervisor or principal, receives 

* ' reports from correspondence specialist, proofreads, and, submits to supervisor or 

principal for approval (Important) ' . • •„ • 

1. prepares materials under diifct supervision 

2. dictates or reads material to ^jrefitral recorder 

■ ■ " ' 3. proofreads and edits reptirts returned by correspondence specialist 

■ 4, submits reports to supervisor or principal for approval 

n.C. Composes and dictates to a corresponc^cnce 'specialist other materials unique to^the 

business (under direct 'supervision) * * 

1. .prepares materials 

2. ' dictates from' notes or reads materials to a correspondence specialist 

3. proofreads and edits materials returned by the correspnndence specialist 

4. edits letters dictated by others 

5. edits manuscripts prepared by others 
\ 6. prepares articles and announc(;ments, news releases, form letters, and 

cover letters to send or read to a coratiunicStion center 

*I.D. Prepares presentation material .from drafts or detailed instruction (Very important) 

1. prepares visual or audio materials 

. ' ■ ' ' - J 

a. flip charts 

b. transparencies I (view graphs) 

c. slides or other visual aids ( really just coordinates thefe) 

d. line graphs , y 

*I.E. . Collects materials .(researches) for supervisor oi principal 'to be used for speeches, etc.. 

n.F. Prepares materials or personal use within the com|ny to sell an idea, train company s 
employees or present new information lOptional) 

L discusses information with mdivi luals or groups 

C; ! ■ ■ ■ 

a. to sell an idea ' " 

AA7 
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■ 

b. to train company employees 

c. to present new information 

*I.G. Writes recommended work procedures for jobs or duties performed for approval by 
superior . 

*I.H. ' Writes job descriptions for his/her position withini the copipany for approval by 
superior • 

*I.I. Designs and/or revises forms for efficient typing and processing under direction 
of supervisor ^ 



'AREA OF COMPETENa: REPORTS/RESEARCH/PREPARATION f 

LA. Compiles and maintains continuing rt . requirements, prepares reports under 
direct supervision and submits to supervisor - principal (reports could Include 
materials' for budget control, cost analysis, statistical mateiials -e.g. profit 
and loss statements- or any other reports specifically for the company) 

1. collects facts and figures from several sources 

a. internal sources ^ 

b. external sources 

c. computer printouts 

d. others < 

composes reports and, prepares audio or visual aids and displays as directed 
by supervisor 

presents drafts of reports' or visuals to supervisor or principal for approval 
dictates or reads report to correspondence specialist for typing 
edits, proofreads, and returns to correspondence specialist for corrections 
if necessary 

presents final copy to supervisor or principal 



2. 

3. 
4. 
5. 

6. 



I.B. Keeps calendar of routine reports that are due and giveB notice to supervisor for 
preparation 



AREA OF COMPfTENa: RECORDS FILING AND MANAGEMENT | 

*II.A. Maintains the currently used filing system or follows procedures used for maintaining 
a centralized filing system 

. 1. codes documents for filing 

2. adds new folders 

3. locates and retrieves documents 

4. ^ refiles documents that have been removed _ * 

a. single pieces in file folders 

b. entire file folder in drawer r . 

5. searches for missing and misplaced materials 

6. maintains records of materials taken out of files 

*I.B. Revises centralized or individual files to keep them current 

■ 1. follows principal's or supervisor's directions for retention and disposal 

of records ' ' _ ^r^-,,, 

2. follows office ; ;ocedures for transferring files to inactive Tiles" "^v^ 

I.e. Cross-references documents and prepares cross-reference materials (Very id ortant) 

I,D. ■ Maintains index files 

I.E. Maintains "tickler" files for follow-up responsibilities 

I.F. Maintains personal "work in progress" file 

I.G. Operates micro-reproducing equipment 'Optional! 
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I.H. Selects materials tor micro-reproducinq (Ootional) 
I.I. Determines recordkeeping needs and suggests a filing system 
*I.J. Establishes and sets up a filing system (under supervision) (Very important)- 

1. requisitions necessary eqi:ipraent and supplies 

2. prepares folders and guide 

3. files documents 



AREA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES (VERY IMPORTANT) 

II.A. Screens persons who enter the office 

1. screens visitors in compliance with company security policy 

2. makes visitors comfortable 

3. gives appropriate information to visitors or answers questions about 
where needed information can be obtained 

4. escorts visitors to appropriate office area 

5. makes introductions 

6. delivers oral or written messages from visitors to proper persons 

7. handles business cards 

• 8. provides company services within the scope of his/her authority 

9. arranges for outside services such as taxi or limousine 

t.B. Manages appointment information 

1. schedules appointments 

2. records appointments and keeps appointment book current 

3. alerts others of appointments or commitments 

4. records cancellaticjns or no shows 

*5. maintains supervisor's or principal's calendar^ 



This usually involves keeping two calendars-one personal with appointments and one y 
principal or supervisor with appointments 



AREA OF COMPETENGY; OFFICE FUNaiONS 

I. A. Keeps desk and work area in order 

I.B. Maintains a bulletin board of announcements, ne\^ etc. 
I.e. Maintains employee information directory 
I.D. Writes/prints legibly , 



AREA OF COMPETENCY: OFFICE EQUIPMENT 

II. A. Maintains office equipnient 

1. changes equipmert|:x ribbons 

2. deems office equipment 

3. recomanejids service on equipment 

4. handles service calls on equipment 

5. -omit- 

6. makes minor repairs on office equipment 
I I.B. Recommends chcinges in equipment 

1. prepares requisitions for equipment 

2. maintains records of equipment inventory and *location of equipment 

3. determines requirements for equipment 

*4. gathPis "^material or collects information to recommend or to justify to 
supervisor the purchase of new equipment or changes in equipment 

AREA OF COMPETENCY: OFFICE SUPPLIES 

III. A. Maintains and keeps up to date personal and office inventory of supplies 

1. determines requirements for personal and office supplies 

2. prepares requisitions or requests 
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3. maintains and checks inventory records to determine if minimani quantities of 
supplies are on hand 

4. orders and obtains supplies as needed from suppliers 

5. checks incoming supplies with packing slip or invoice 

6. unpacks and stores incoming supplies 

7. maintains suppliers contact file 

a! distributes ^and controls office supplies 

9. prepares purchase orders ' !' . 

AREA OF COMPETENCY; MEETING/TRAVEl ARRANGEMENTS 
*I.A. Makes travel arrangements • . , • 

\. receives written requests and follows through according to guidelines set by 
supervisor , li^ 

2. plans a schedule using 

a. travel agency , ^ ^ 

b. printed schedules from transportation companies • 

c. travel department within the company 

V • 

3. composes letter of reservation, sends to correspondence specialist for typing, 
proofreads returned letter, signs under own name or gives to supervisor or 
principal for signature ^ ' 

4. confirms availability of ticket in company's box at ai^i^rt ^ i;^ 

5. coordinates issuance of travel box keys with principals and supervisor , 

6. prepares materials for supervisor's or principal's briefcase 

7. .prepares itinerary ^ i 

8. raakee and confirms transportation reservations 

9. makes and confirms hotel and motel reservations ' 

10. obtains necessary travel funds S\ 

11. compiles and types expense reports — 

12. maintains telephone and mail digest for absent super^/isor or ffincipal 

13. chkges schedules and arrangements as often as necessary i 



LB. Schedules niTOtings and/or conforfinces (Very important) 

1. contactn speakers 

2. mails or distributes notices and specifics regarding location of meeting 

3. schedules meeting times 

4. sends confirmation notes as reminders of meetings 

5. makes and notifies participants of changes or cancellations of meetings 

6. reserves meeting room and arranges for refreshments 

7; prepares and inspects meeting room for arrangements and equipment 

8. processes registrations for conference participants 

9. assembles needed materials for use during the meeting 

10. prepares agenda for meetings^ 

11. attends meeting and reads minutes ^ 

*12. attends meetings, takes notes, puts in memo form, dictates or reads to correspondence 

specialist for typing 

13. distributes the typed minutes in person or by mail 

AREA OF COMPETENCY) TELEPHONE COMMUNICATIONS- 

*I.A. Answers incoming telephone calls and anuwers as many inquiries as possible without turning 
call over to supervisor or principal 

1. uses single line 

2. uses multiple line 

3. transfers calls to correct department or person 

4. screens incoming calls 

5. answers inquiries posed by telephone callers 

6. records telephone messages (date and time) 

7. requests complete information for call-backs 

8. delivers telephone messages promptly 



^The administrative assistant would format the agenda and have all the necessary information and 
submit it to the correspondence specialist for completion. The 'administrative assistant would be 
responsible for follow through to see that everything was completed 
^Everyone is responsible for phone coverage 



I ,H. rhiv. (iiilqnilhl ti'lt'plliHii' I .ll 1 



[il.lCr-, liiCll '.ills 

IniHi ili';t,iinr imII; 
dlircl illslaiU'i' ili'll lUdt 
|icr';iiii-Ui-iH'C.';i)ii 
',|,it iiiir-t()-!;liit i"ti 

col llM'l 

cn-ilil card 

[ilaccs calls iisiikj ;i|vvial Ifli'litioiic scrvify:; 

a. coiifcrciicc c.ills 

b. ovcriloas lonq-disl'iniv call:; 

c. telephone lacsimilo iHiuipnKMil 



.special! i'.cd loiiq-di:;t,-inc(* networks, :;iKii 



as WATS 



lace;; outqoinq and receives incnminq call;^ usiauj i;pecidlized telephone equiptoent: 



I.D. 



o[,ieratt'.': :;p(>akerplKiiie 
operates picture phone (optional) 
uses bell boy service (paqer service) 
uses card dialers 

operates after hours messaqe recorder 
contacts mobile phones 



Finds needed in format ioii by usmq the telephone directory 



1, u' the white pages 

2. uses the yellow pages 
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AREA OF COMPETENa; MAIl 
*I.A. Receives and processes incoming mail 

1. receives mail (usually from mail department) 

2. opens mail 

3. scans mail 
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4. screens mail and distributes to supervisor or principal 
'5. highlights or ma^ks specific important information 

6. sorts mail according to specific action required 

a. long, term or bulk reading 

b. follow-up 

c. documents that require dictation 

7. attaches pertinent information 

8. attaches notes telling what action could be taken or what action has been taken 

9. drafts replies and attaches to correspondence 

10. if reply. is satisfactory-dictates it to correspondence specialist 

U. maintains a foUow-up system as directed ^ 

Prepares outgoing mail 

1. collects mail from other offices or departments (optional) 

2. folds and stuffs envelopes for mailing 

*3. addresses envelopes for mailing (mass mailing addresses done by correspondence 
specialist) 

4. decides on least expensive and/or most desirable method of communication or 
delivery 

5. processes outgoing letters and packages requiring special handling and/ot special 
rates ' .. ^ ' 

6. processes bulk mailings 

7. prepares and sends telegrams, cablegrams, or mailg'rams 

8. prepares, updates, and checks mailing lists •' 

9. operates a postage meter 

10. records use of postage meter in "Meter Record Book" 

11. takes postage meter to post office to be refilled (optional) 

12. operates a postage sc ' to deteniine correct postage 

13. attaches correct pos: T 

14. wraps packages for mi aig 

15. writes ZIP Codes on incoming or outgoing mail 

16. files return receipts from registered or certified mail j' > 

17. insures mail ' \ 

18. registers mail 

*19. processes mail received from correspondence center ■ i 
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AREA OF COMPETENa: REPROGRAPHIC SERVICES 
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*LA. Operates duplicating equipment to obtain needed copies 

1. operates a cony machine to obtain needed copies^^ ^ 

2. proofreads t insure accuaracy and quality of copy 

I.B. Makes decisions ai30ut reporgraphic needs and follows through to obtain needed copies 

1. decides what materials need to be copied 

2. decides on the least expensive and/or most desirable way to create needed copies' 

3. makes arrangements to have materials duplicated 

*a. prepares a copy requisiition 



I.A. Maintains a petty cash fund 

1. obtains checks to establish or replenish petty cash 

2. makes payments from petty cash 

3. prepares vouchers for money taken out or received 

4. records petty cash entries in a journal or check register 

5. prepares petty cash reports 

I.B. "omit- 



■ company large enough to use a word processing/administrative support system would, usually 
have a special department for reprographics , 

^^Usually a minimum number and anything over that would go to duplicating department or pyint shop 



^^coipanies using WP/AS would generally be large enough to have an accounting department to 



AREA 



OF COMPETENCY; NUMERICAL DATA 

4 




12 
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handle this 
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♦I.e. ■ Maintains records for payroll department's use 

1. distributes W-4 Fo" to new employees 

2. distributes payr cks received from payroll department . 

3. mails/distribut .is end c year W-2 Forms 

4. keeps records c vacation time to give information to payroll department , 

5. keeps personnel -scordr of sick leave to give information to payroll depa^(^^^ 

*I.D. Maintains records of incoming money' 

1. maintains records of incoming receipts or cash and sends receipts and casi, 
accounting department for deposit 

2. purchases special checks from the bank 

a. certified 

b. bank drafts 

c. money orders 

*I.E. Provides information about bills, statements, and accounts payable to give to 
accounting department^^ 

1. checks accuracy of -source documents 

2. verifies items 

3. calculates discounts ' ■ K '; ' 

4. maintains list of account numbers 

5. codes invoices, statements, etc. for payment 

*I.F. Codes documents for accounts receivable records and sends them to the account^j)^ 
department 

*I.G. "included in I.E.-- 

I.H. "Omit-- 



The accounting department would provide the payment of bills and maintaining records H 
accounts payable 



I.I. 



Keeps necessary records for the business 



records promissory notes and drafts 
records maturity dates 
records insurance 
records taxes 
records expenses 

\ 

a. travel 

b. entertainment 

r 

c. other ^ 

maintians necessary records for credit cards 
maintains records of authorized requisition lists ^ 

-omit- 



AREA OF COMPETENCY: DATA PROCESSING 
I.A. Codes forms for data entry 

I.B. Reads computer printouts to obtain information to prepare required reports 
I.e. Checks source documents, against computer printouts for accuracy 
I.D. -omit- 

*I.E. Retrieves and sends information using a command counsel connected to a computer 
terminal ; 



- 1. 

2. 

3. 

4. 
*5. 



*6. 
*7. 



I.J. 



AREA OF COMPETENa: REFERENCE MATERIALS 

III.A. uses general reference materials to look up spelling, .pronunciation, definition 

terns, compose, /edit, and aid in research 

1. uses general reference materials 

a. office or company's procedures manuals 

b. dictionary 

c. telephone directory 

d. quick reference words manual 

e. thesaurus . 

f. outside agencies (both internal and external to the profession) 

g. city directory 

h. postal manual 

i. ZIP Code directory ' ■ 
]. secretary's reference manual 

k. company files 

1. past records 

a. word division manual 

n. equipment operator manual 

0. library 

*p. hotel and travel guides 



I.B. Maintains a reference library 



AREA OF fOMPETENa: MACHINE OPERATION 
I.A. -omit- 

I.B. Operates the standard electric typewriter to perform basic office duties 



%st of the typing would be done by the correspondence specialist 



I.D. 



I.e. 



Operates the selectric typewriter to perform basic office duties^^ 

Operates the self-correcting typewriter to perform basic office duties^^ (Optional) • . 



I.E. 



Operates the proportional spacing typewriter to perform basic office duties (cAoiaif 




I.F. -omit- 

I.G. Operates the 10-key adding machine to perfonr, basic office duties (Very important) 

I.H. Operates the electronic display calculator to perform basic office duties (Very important) 

I.I. Operates the electronic printing calculator to perform basic office duties (Very important) 

I.J. Operates the printing calculator to perform basic office duties, (Optional) 

15 

I.K. Operates the full-key adding machine to perform basic office duties (Optional) 

I.L. -omit- 



AREA 



OF COMPETENai SUPERVISED WORK EXPERIENCE, OFFICE SIMULATIi 
STUDENT ORGANIZATIONS (OPTIONAL) 




I.A. 



Participates in supervised work experience training (co-op or internship) 



I.B. 



Participates in a simulatad office program 



I.e. 



Participates in co-curricular student organizations 
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COMPETENCY RECORD 



The COMPETENCY RECORD that appears in this section is 
suggested as a replacement for the traditional report 
card. It can be used to give employerSr teachers^ 
counselors, students and parents information about 
what each student can and canno1;v.do. 

The COMPETENCY RECORD should follow the student through 
his or her vocational training in the secondary and/or 
the post-secondary school. The recommended grading scale 
is shown on the COMPETENCY RECORD. The COMPETENCY RECORD 
on the following pages includes ALL the AREAS OF COMPETENCY 
recommended for a graduate of the Administrative Assistant 
Occupational Program. 
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OCCUPATIONAL PROGRAJl: ADMINISTRATIVE ASSISTANT 



This competen record tells what the student, who is named above, has demonstrated that he or she can 
do, A graduate is one who has demonstrated competent performance of all the tasks designated for this 
occupational program. This competency record is to be used as an expansion of and/or supplement to the 
traditional report card. Student performance can he rated at the secondary and /or post secondary level. 



RATING SCALE : 

S - Performs task(s) with ability that consistently 
exceed(s) program minimum standards set for job 
entry level; very competent. 

; 

4 - Performs task(s) at job entry level; competent. 
3 - Performs task(s) with periodic assistance. 
1 - Performs task(s) with constant assistance. 



1 - Is unable to perform task(s). 

T - Demonstrated ability' to perform task(s) at or 
•above job entry level by taking a challenge 
test. ■ - ^"^ 

PWPM - Actual production words per minute (PWPM) 
obtained by student. 



SCHOOL (S) ATTENDED: 



■ DATES ATTENDED INSTRUCTOR'S NAME(S) 



erJc 
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J 

f 


MINIMUM 
PROGRAM 
STANDARD 

i 


SEC 
RATING 




\ 

INSTR, 


PC'T 
RATING 




; ivv 


mi (\v finMPFTFNnV' typmttten communications 
















*I.A. lypes general business correspondence from; »d 
rough draft, handwritten rough draft, verba 
instruction, verbal dictation at the typewri , 
information compiled and composed at the type- 
vrritpr shorthand note transcription (Optional) 
















*I.B. TVpes multiple copies of general business foms 
that are .pertinent to the spec'fic^siness from: 
typed rough draft', handwritten rough draft, verbal 
instruction, verbal dictation at the typewriter, , . • 
information compiled' and composed at the t}T)e- 

vv 1 i U CI ■ ^ — 














\ 


*I.C. Types miscellaneous material not practice to send 
to correspondence specialist from; typed rough 
draft, handwritten rough draft, verbal instruction, 
verbal dictation at the typewriter, shorthand 

«r,+ o +T.onor.rint1nn (Optional) 
















*T n iVript! rpnnrtq (carbons mav be required 
















*I.E. Prepares copy for reproduction (typing is done by the 

LUX 1 CDpUilUCiltC S^vt xuj;i o v< / — ^ , 
















*I.F. Types correspondence, records,^. reports, forms, and 
miscellaneous material from; typed rough draft, 
handwritten rough draft, verbal instruction, verbal 
dictation at the typewriter, information compiled 
and composed at the typewriter, shorthand- note 
. transcription (Optional) --with carbon copies 

















ERIC 
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J 


MINIKliM 
PROGRAM 
STANDARD 


SEC 
RATING 


ONDAR 


Y 

INSTR, 


POST 
RATING 


SECON 


DARY 
INSTR, 


Y — ^ — — . 

I.G. Proofreads and makes neat and accurate corrections of typed 
material 
















*I.H. Proofreads typed material, notes errors, and returns to 
correspondence specialist 




] 













Comments: 



AREA OF COMPETENCY: COMMUNICATIONS COMPOSITION (VERY I^^ORTANT) 













j 1 

! ' 


*LA. Composed and dictates to a correspondence specialist 

routine correspondence from verbal or handwritten outline 
and submits for approval and signature (under direct super- 
vision 














1 

1 


^ ^ — ■ 

*I.B, Composes and dictates (or sends. in hard copy forni) to a 
correspondence specialist the business or informational 
reports requested b^ supervisor or principal, receives reports 
from correspondence specialist, proofreads, and submits to 
supervisor, or principal for approval (Important) 








—¥ 








*I.C. Composes and dictates to a correspondence specialist other 
materials unicue to the business (under direct supervision) 
















*I.D. Prepares presentation matejial from drafts or detailed instruc- 
^ tion (Very important) ' 








— r 








Collects materials (researches) for supervisor or principal to 
be use for speeches, etc. " 








i 

■t 


t, ;^ 







1 , 


MINIMUM 
PROGRAM 
STANDARD 


, SEC 
RATING 


ONDAR 
YR, 


i 

INSTR. 


POST 
RATING 


m 

YR, 


ffiARY 
INSTR 

i 


*I.F. Prepares materials for personal use within the company to 
sell an idea, train company employees or present new infor- 
mat ion lupiionai/ 








/ 


■ 






*I.G. Writes recommended work procedures for jobs or duties per- 
tormea lor approvai oy aupcixui 
















*LIK Writes job descriptions for his/her position within the 
company for approval by superior 




• 












neslgns anH/or revises fo™ for efficient typing and 
nrocessine under direction of supervisor 
















Coments: * 

. .. - - • ' ^ — i . • , , 


• 1 

1 

*AREA OF COMPETENCYi REPORTS/RESEARCH/PREPARATION 
















I. A. Compiles and maintains continuing report requirements, pre- 
pares reports under direct supervision and submits to supefr- 
visor or principal (reports could include materials for 
■ budget control, cost analysis, statistical materials-e.g. 
profit and loss statements-or any other reports specifically 
for the company) 
















I.B. Keeps calendar of routine reports that are due and gives 
notice to supenisor for preparation 








t 








Comments: ^' 



ERIC 
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MINIMUM 
PROGRAM 

t,i 1 niii 'HIM' 


SEC 


ONDAR 


Y 


POST 


SECON 
YR 


MY 


AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT 






1 










*ILA. Maintains the currently used filing system or follows proce- 
dures used for maintaining a centralized filing system 


. 






_ 








*I.B. Revises centralized or individual files to keep them current 










I.e. Cross-references documents and prepares cross*reference 
materials (Very important) ( 








— 


— _ 






I.D. Maintains index files 












• 


LE. Maintains "tickler" files for follow-up responsibilities 






I 




• 






Lf, Maintains personal "work in progress" file 
















I.G, Operates micro-reproducing equipment (Optional) 
















LH. Selects materials for micro-reproducing (Optional) 


■ 




; 










Determines, recordkeeping needs and suggests a filing system 
















*IJ. Establishes and sets up a filing system (under supervision) 
(Very important) 


. 




I 










f 

Comments: 





6i 
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MINIMUM 


SFCONDARY 


POST SFfONDARY 




PROGRAM 










ST^W 


FiTING 


vu 


INSTR. 


RATING 




INSTR, 


AREA OF COMPETENCY: PUBLIC RELATIONS AND STApF SERVICES (VERY 
IMPORTANT) 

Lid V/IV 1 HM L J 
















1 

TT A ^rrAPn<; opr^inrm who pntpr tho offico 
















T R Mrin^^npt; annnintinonf Infomicifion 










i 






Comments: 


\ 




— - 


A 
















AREA OF COMPETENCY: OFFICE FUNCTIONS 
















I. A. Keeps desk and work area in order / 
















I.B. Mainta^'^s a bulletin board of announcements, news, etc. 














_ 

- - 


I.e. Maintains eniployee information directory 
















I.D. Writes/prints legibly 












4 






Conunents: 








AREA OF COMPETENCY: OFFICE EQUIPMENT 






1 








ILA. Maintains office equipment 
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AREA OF iXlMrKTENCY: OFFICE :;iI?PLIFS 






IlLA. MainUino and keeps up to date personal and office 
inventory of suppllen 







II. II. liocoinniernl:! i'liiui^'ii_ lii (,'i|iil]iinont 
(loinment,;!: 



NINIMIIM 
PROCRAN 
STM'HR]) 



SECONDARY 



POST SECONDARY 



RATING 



YR. INSTR 



Comments: 



AREA OF COMPETE^lL'!: f^ETING/TRAVEL ARRANGEMENTS 






1 








*I.A. Makes travel arrangements 













LB. Scheduler, meetings and/or conferences (Very 
■important) 












1 



Coinmenla; 



AREA OF COMPETENCY; TELEPHONE COMMUNICATIONS 



*I.A. Answers incoming telephone calls and answers as 
many inquiries as possible without turning call 

over to supervisor or principal 
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MINIMUM 
PROGRAM 


SEC 
RATING 


ONDAI 
YR, 


W 

INSTR, 


POST 
RATING 


SECO^ 
YR, 


INSTR, 


i.e. .fiaces outgoing teiepnone calls 
















I.e. Places outgoing and receives incoming calls 
using specialized telephone equipment 
















I.D. Finds needed information l:y using the telephone 
directory ■ 


- 








\ 






Coments; 

1 

* , ft ' 


it. 

AREAOFCOMPOTCY: MAIL 






t 








■ ■ '■ " ■"- ^ ■ ' — r 

*I.A. Receives and processes incoming .mail 






^1 — 

1 




> • 




I.B. Prepares outgoing mail 




1 


1 








Coments: 


AREA OF COMPETENCY: REPROGRAPHIC SERVICES . 
















' *I.A.; Operating duplicating equipment to ohtain needed 
copies 










1 
1 
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i 1 * 


MINIMUM * 

PROGRAM 

STANDARD 


SEC 
RATING 


mm 


r 

INSTR. 


POST 
RATING 


SECOJ 
TK, 


IDjiRY 
INSTR, 


T H Makp«? decisions about rsDroffraDhic needs and 
follows through to obtain needed copies 
















Comments : 








AREA OF COMPEfflCY: ■ NUMERICAL DATA 


— ) ^ 




— 










I. A. • Maintains a petty cash fund 
















I.B. -omit- 
















*I.C. Maintains records for paFoll departient's use 
















*I.D. Maintains records of incoming money 
















*T P Prnvi/i«c ■infcirfflftt^nn flhniit. hlllfi ^tfttffllpnts and 

accountB payable to ttive to the accountinu depprtient 
















. sends them to the accounting department ■ 
















*I.G. -Included in I.E. - 


~ 










■ 




I.H. -omit- 
















I.I. Keeps necessary records for the business 








/ 









68 • . 69 

I • I? . 



i - ' 
f 


MINIMUM, 
PROGRAM 
STANDARD 


SE 

RATING 


CONDAR 
Y?.. 


A 

J 




SECi 

JR. 

i • 

I' 


^0 

" INSTR, 

1 


• 

I.J. -omit- 












'•i 




! . , ■;, , 
Coiments: . ■ . . 


m OF COMPEMY: DATA PROCESSING 




1 . 




K 




I. A. Code forms for data entry 


\ ■ 


i 


\ 






I.B.' Reads computer printouts to obtain dnfonnation to 
prepare required reports 


1 




t 








I.e. Checks source documents against' computer printouts ' 
for accuracy 






1 \ 

■ 
1 

h-^ — 




\ 




l.D. "Omii- 






! 








*I.E. Retri^es and sends infoniiation using a comr.ird 
■ .counsel connected to' a computer terminal 






1 




Comments: ... 

i 


m OF COMPETENCY: REFERENCE MATERIALS 














III. A. Uses general reference'materials to look up spelling 
pronunciation, definition of terms, compose, edit, 
and aid in research 






i 
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• 


MINIMUM 
PROGRAM 
STANDARD 


SEI 
RATING 


:ONDAI 
YR. 


Vi 

INSTR. 


POST 
RATING 


SECO 
YR. 


instr! 


LB» Maintains a reference library ' 


1 














Comments: 


AREA OF •COMPETENCY: MACHINE OPERATION 










1 

1 




LA. -omit- • 
















I.B. Operates the standard electric typewriter lo perform 
basic office duties 
















LC. Operates the selectric typewriter to perform basic ' 
office duties (Optional) ' , 










— 






I.D. Operates the self-correcting typewriter to perform 
basic office duties (Optional) 






, 1 








I;E. Or^erates the proportional spacing typewrite^ 
(Ortional) 
















LF. -omit- 






\ 










Operates the 10-key adding machine to perform tasic 
office duties (Very itpcrtant) 


/ 














i;h. Operai.es the electronic display calculator to perform . 
basic office duties (Very important) 
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■ \ 

\ 

H ■ 
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MINIMUM 
PROGRAM 
STANDARD 


SE 

RATING 


CONDAl 
YR. 


INSTR. 


POST 
RATING 


SECOl 


IDARY 
INSTR 


V ■ . 

I.I. Operates the electronic printing calculator to 
perform basic office duties (Ver/ important) 
















I.J. Operates the printing calculator to perform basic 
office duties 'Optional) 
















I.K. Operates the full-key adding machine to perform 
basic office duties (Ovrional) 












I.L. -omit- 
Comnients: 

y 

1 
















^ — li — ^ — 1 

AREA OF COMPETENCY: SUPERVISED WORK EXPERIEIiCE, OFFICE 
SMIATIOH, STUDEUT ORGANIZATIONS 
(OPTIONAL) 










\ 

-A 


\ 




I. A. Participates in supervised work experience trianing 
(co-op or internship) 

Type of business, institution, or agency; 
Length of time; / 












\ 

r 

\ 

\ 




I.B. Participates^ a simulated office program 

^^■FVi . . . 








AA IT 













1 


MINIMITM 


SECONDARY 


POST SECONDARY 




PROGRAM 




















VP 


INSTR. 


r;.ting 


YR. 


INSTR, 


LC. Participates in co-curricular student organization^) 
















Name of orj^anizaiion: 
















Coiiiiner.ts: .! 



statements of competencies can be graded at either the secondary or post-secondary level. ^ 




1 
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JOB DESCRIPTION 



Correspondence Specialist 

Other common job titles which graduates may have include: Word Processing 
Correspondence Specialist, Correspondence Secretary, Magnetic Keyboard 
Specialist, Word Processing Trainee. 

The correspondence specialist operates diversified equipment to process 
information receivet^, in recorded form, handwritten form, or typewritten 
revised form into an acceptable document for use as intended by the author. 
This may include letters, reports, tabulations, etc. All duties are performed 
according to office procedures. 

The person employed in this position must produce high volume, quality work 
that meets company standards and practices. This person must be able to edit 
a document without losing the original meaning. 

The correspondence specialist must have the ability to work independently and/ 
.^or with a group while under direct supervision and exercisi||:fi5i) supervisory 
responsibility. 

Graduates of this program are qualified for employment in an office that utilizes 
the word processing concept. 



TASK LIST 

9 

The follovlng Task List gives you, the vocational Instructor, recomniendatlons about 
. what your students should be able to do when they take a job as a CORRESPONDENCE ' 
SPECIALIST . It was developed by a working coimlttee qf secretarial/clerical instuc- 
tors and industry representatives throughout the statx of , Minnesota. 

The Task List on the following pages includes the Tasks and the AREA OP COMPETENCY 
recommended for a graduate of the Word Processing Occupational Program. 

As you utilize this task list, you will n^(|4o' continue working with your local 
advisory comittee aiid with other instruQjjars in your geographic area. Judgments 
must be made, by you, jponcerning th^ of time to spend in teaching various 
ta'sks, the conditions surrounding thej^frforniance of each task and the performance, 
level for' each .task that will be acceptable. 



^Correspondence Specialist 

TASK LIST 



i 

AREA Of COMPETENCY:; TYPEWRIHEN COMMUNICATIONS 

LA. Types business docments from: transcription equipment, hard copy, sitored documents 

i 

1. types business letters in several st/les including any of the following features 

a. attention line 

b. carbon notations ^ f\ 

c. company name 'in closing / 

d. enclosure notatidis 

e. listed inaterial 

' Ttiailing notations 

g. multiple page headings _ . 

^ h. postscripts ^ 
i. quoted material 
i, reference initials 
\^ special closings 
. 1. special-sized stationery 

(1) executive size 

(2) half size 

(3) legal size 

lf4) metric update , ■ 

^ :v ^ 

; - . / 

■'* This task list is not referenced to the general lists for typist, general office/typist, secretary/ 
ncn-shorthand and^ecretary.^shorthand. Even though some of; the tasks are the same as on the general 
lists the procedures, applications and conditions under which they are performed varies sufficiently 
to warrent specific training as^uld be applied to business/industry using a word processing system. 



' •ERIC , 



i 




in. statistical data in tabular form 

n. subject line ^ 

0. document codes 

p. special fomu 

2. types addresses on envelbpes-^*'''!', 

a. addresses for window enveilonjes ^ 

b. mailing address (including ZIP Code) 

c. name above printed return address' 

d. return address 

e. special notations 

3. types interoffice memos 

4. types manuscripts 

I 

a. footnotes 



5. types multiple page reports " 
lb; Types copy for reproduction from: transcription equipment, hard copy, stored documents 

1. types offset masters 

2. types masters for photo reproduction 

3. types photo composition input 



I.e. Types miscellaneous material tr^scription equipment, hard copy, stored documents 
1, types miscellaneous material'' ' ' •■' 

a. address, file folder and" file drawer labels 

b. company news letters * * ,^ ' . 

c. index cards 

d. itineraries ' ^ ' 

e. meeting agendas 
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f, name badges 

g. news releases 

h. postcards 
i„ speticliGS 

i, statistical reports 

k, summaries of minutes of meetings or conferences ■ 

1, various office forms 

Di. various periodical reports ^ ' 

n. other materials pertinent to the specific business 

I.D. Types business documents and miscellaneous material from transcription equipment, hard 
copy, and sfored documents supplying carbon copies as requested 

1, types carbon copies 



AREA OF COMPETENCY: LOGGING-IN 0. 

I.A. Performs logging-in procedures for work co. l^ into the correspondence center via 
central recording equipment , 

1. remove^ media from recorder 

2. places' clean media on the recorder when necessary 

3. completes log sheet and attaches media removed from central recorder 
a. records time dictation was received V' 

places media and log sheet in hold folder 'according to centers work in progress procedures 

I.B; Performs logging-in procedures. for hard copy coming into the correspondence center. 

h completes log sheet and attaches to hard copy ,■' 
a, records time copy was received ,.,^|;^r^^^^ 
2. places hard copy and leg sheet in hold folder according to centers ;|iljj;jn' progress,- . , . 

procedures ' ^ '"'^ 



erfornis logging- in procedures for stored fjijj 

1. selects needed materials from stored copv file \ 

2. completes log sheet indicating amount of work and time of completion 

# 

AREA OF COMPETENCY; KEYBOARDING (ON MAGNETIC KEYBOARD) 

I,Ai Keyboards from recorded media, hard copy or stored documents and produces final copy 
as requested by center users 

1. removes recorded media, hard copy, or stored documents from central hold folder or 
stored document file following center procedures to obtain material^'' needed for key- 
boarding 

t 

a, indicates time and date picked up on log sheet 

2. keyboards materials obtained , 

» ■ 

a. types copy ^' ^ 

(1) 'rough-draft form 

(2) first-time-final ' ' 

(3) documents for permanent storage 

3. pdits and proofreads for playback in final form 

Jl punctuation 

b. spelling 

c. grammar 

d. word division 

e. format 

4. plays back rcugh^draft, .edited, materials in final form 

3. uses line counter or specific office measuring procedure to determine amount of work 
typed " , 

CS 



6. coiiipleti.'s log sluiot to indicate work completed 



a. Indlcatos time completed 

b. claiisifieti type of document 

(1) original 

(2) hard copy 

(3) stored dociinicnt 

(4) revisions 

(5) statistical 

c. determines amount of work completed 

(1) lines A 

(2) pages " 

(3) keystrokes / ' 

(4) time 

1... scans, erases, reflles, or returns to user the traiigcribed inedla, hard copy, 

stored documents as determined by center procedures 
8. routes completed copy to word originator 

B. Keyboards variable information when playing back stored documents 

1. obtains stored document according to center procedures 

2. plays back stored matmal and inserts variable information as needed 

3. edits and proofreads foiN^tcurate final copy 

4. measures work 

3. completes log sheet 

6. returns completed copy to word originator for final ^jf^joval. 
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C. Royboards documents using specialized teniinology as determined by the needs of the<^^ _ 
business (e.g. legal, medical) ^ ■ : ' '"I 

I 

D. Proofreads and makes neat and accurate corrections of typed iMterMl 



'AREA OF COMPETENCY; RECORDS HUNG AND MANAGEMENT (AS APPLIED TO CENTER PROCEDURES! 

.A. Maintains the currently used dling system 

1, adds new jackets, folders, or envelopes 

2, locates and retrieves stored information 

a. ii.<ujnetic media 

b. hard copy 

/ 

3, refiles stored media 

,4. searcnes for missing and misplaced materials 

LB. Codes documents for filing ' , 

If V ! ■ 

• 1. assigns code ifOiiibGrs 
2. records name of author requesting the work ^ 

* 

LC, Maintains index files • > ■ ' ' 

LD. Maintains personal "work in progress" file 
I.E. Maintains central "work in progress" file' 
LF. Maintains log records 



I.G. Retains completed/output media for predetermined number of days usin^ the procedure for 
■ holdinq as established by the center , ' / 



I.H. Maintains "tickler" file 



AREA OF COMPETENa: OFFICE EQUIPMENT 
I.A. Maintains office equipment 

1. changes equipment ribbons 

2. cleans office equipment 

3. recommends" service on equipment 

4. makes minor adjustments on office equipment 



\ 

i 

AREA OF COMPETENCY: OFFICE SUPPLIES 

r .., 

I.A,^ Maintains personal inventory of supplies 

1. determines requirements for personal desk supplies and checks to see if minimum quantities 
are on hand . ' 

■ 2. prepares requisitions or requests supplies' as needed from supervisor 
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AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS 

I. A. c Answers .incoming telephone calls^ 

i I • . 

1.9 answers inquires posed by telef^one call^^rs 

2. records telephone messages / J 

3. delivers or routes telephone messages / 

' I.B. Places outgoing ^telephone calls j ^ ^ 

■ ' 1. places local calls ^ . 

2. places outgoing lop^ distance calls jfihrough isupe^iso^ 

i^.C*. Keeps inte^al telephone records i * > 

1. keeps list of frequently called numbers up tQ date ' 

2. reminds supervisor' to make call backjp 

I.D. Looks'^up informatiplf by using the^telephone directory 

\^ ll uses the white pages 

2. used the yellow pages ^ 

I.E. Places outgoing and receives incoroifig calls using specialized equipment 

1. operates speakerphone / 

2 . operates picture phone . (optional ) 

3. uses bell-boy service apager service) 

4. uses card dialers , 

5. operates aftipr hours message Recorder 

6. u3es accoustic contacts (optional) 

^ • 96 ^ 



\ 



AREA OF COMPETENa: REPROGRAPHIC SERVICES 
I. A. Creates deeded cppies 

1. Qperates 'duplicating equipment 

a. offset (optional) 

b. photocopier 

; 2. collates materials 

a. manually 

b. by machine ^ 



ERIC 



AREA OF COMPETENa: REFERENCE MATERIALS 

I.A. Uses geheral reference mat: ials to compose, edit, aid in researchMlook up spelling, 
pronunciation, definition c erms' ' 

1. tjSes general reference mat -'ial, ■ . 

' 'a. office or company's procedures manual . ■ " - ■ 

b. dictionary ^ 

c. telephone directory and yellow pages 

d. . quick reference words manual , 
,( e. thesauns ' 

\ . f. ZIP Code directory 

.g. secretary's reference manual ' 

h. company files ' . ' 
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i. past records 

j. word division, manual 

k. equipment operations manual 

■ 1. atlas/road maps ' ' 

. ■ ' , ' . ■ ■ ■ .1 

I.B. Uses specialized reference materials for understanding of operations, procedurei, and utiliution 

of a word processing system j ' 

' . , -1. uses book of authorized users ^ 

a. )w their name 'and title should appear . ',' ' ^ 

I. ■ , ' ' ' 

2. uses central manuals of office procedures ■ 

> I 

a. secre,tary's manual 

b. dictator's manual ' ^ /■ 

\ 3. communicdtions manual 

' I' ' - . • ^ 

a. computer manual 

I.e. Uses Specialized manuals speiific to the company 

. i 

1. uses equipment manuals , ' '' 

.2. uses training manuals ' ' ' ' ' ■ . , 

3. uses company policy manual , 
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. AREA Of COMPETENa: MACHINE OPERATIONS 

i!a. Operat/js the .lO-kcy addinq machine to perform b.ii^io office duties ' ' 

I 

I.B. Operates tl\e electronic dinplay calculator to (jorform ijii'iic office duties 

« j 
I.e. Operates the electronic printing calculd.tor to |)orforni basic office duties 

I.D. Operates the transcribing machine to perform basic office duties ■ 
■ ^ « / - 

I.E. Operates the automat ic/pover t^?<fVrHer to perform basic office dutiea (llagnetic Keyboard) 

^ Kind: \ / J 

I.F. Operates\central recording equipment/ (input equipment) to perform basic office duties: 
Kind: ! ' I 

7 ■ 

I.G. Operates the envelope stripper tt/perform basic office duties (Optional) 
I.H. Operates the continuous slitter'to perform basic office duties (Optional) 
LI. Operates the telex perform basic office duties (Optional) 



AREA OF COMPETENa: SUPERVISED WORK EXPERIENCE, OFFICE SIMUIATION, ■ 
STUDENT ORGANIZATIONS (OPTIONAl) 

LA. Participates in supervised work experience training' (co-op, internship) 

LB. Participates in simulated office program 

pTc. Participates in co-curricular student organizations 



COAAPETENCY RECORD 

r " 

The COMPF ICY Vecord that appears in this section is 
Buggested as a replacement for the traditional report 

« 

card. It can be used to give employers, teachers, 
counselors, students and parents information about 
what dach student can and cannot do. 

■ 

The COMPETENCY RECORD should follow the student through 
his or her vocational training in the secondary and/or ' 
the post- secondary school. The recommeftded grading scale 
Is shown on the COMPETENCY RECORD. The COMPETENCY RECORD 
cm'the following pages includes ALL the AREAS OP COMPETENCY 
reco^nmended fo.r a graduate of the Correspondence Specialist 
Occup*atlonal Program. ^ 
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OCCUPATIONAL PROCRAM: CORRESI'O^IDENCE Sl'KC.lAl.TSr 



^vkm% Joitif Oj %ki 



This r.ompotcncv record tollr. what the fUiidnit, who Is named above, h.-iH dcmnnstrnted that he or she can 
«' do. A (graduate 'ifi one who has demonstrated competent performnnce nf all the taoks designated for this 
, occupa-tlonal program, ^hls competency record Is to be used an an expansion of and/or supplement to the 

traditional report card. Student performance can he rated at the secondary and/or post secondary level. 



RAT 


INC SCALE: 


i 


5," 


Performs ta3k(s) with ability that consistently 
»cxcced('s) program minimum standards set for job 
entry level; very competent. 


1 - Is unable to perform task(s). 

T - Demonstrated ability to perform task(s) at or 
above job entry level by taking a challenge 


k - 


Performs taskis) at job entry le\»l; competent. 


test. 

k 


' 3- 


Performs task(s) with periodic assistance., U| 


PWPM - Actual production words per minute (P^T^I) 
obtained by student. 


2 - 


Performs task(8) with constant assistance. ^ 


^ 



SCHOOL(S) ATTENDED: 



DATES ATTENDED INSTRUCTOR'S NA)IE(S,) 



10 



i 



OS 49 



•3 ' . 



IjA. %es 'business docuinents from; transcript! 



i>j Mcopy> stored docum pnfc 



Coiments: 




*f ?W ta* transcription equip 



I'C. , Types mscellaneous laterial fro.: transcript- on erai 
gak Mcopy, stored doc»„ts ^ 



I.D. Types business docuients and .iscellaneous ttterial fro.. 
. ea«iP»t; hard copy,, and' store « * 

Maajarboi^ai ^ requested 



M OP COMPETMT, tnmTiir^Ti, 



I.A. toons iogging-in procedures for »rk'corang into the 
--»*HlSterri^«r^^ 



■ ttf I'l^.iT'" into 
tne correspondence center 



Coflinients: 



copy 
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* • 

1 


i ^ ^ 


. SECOp)AJ 
RATING I YR. 


t . 
INSTR. 


POST, 
RATING 


SECONDARY . 

1 

YRf! INSTR, 


AREA OF COMPETENCY: KEYBOARDING (ON MAGNETIC KEYBOARD) 












4 > 




J'.A. Keyboards from recorded media, hard copy. or stored 
documents and produces final copy as requested by 
center jisers 


/ 

— < 


i 

t 




1 


t. 




r— . 


■ ■ - /■ 
I.B. Keyboards variable information when playing back stored ' 

documents ■ ■ ill 
















I.e. Keyboard s_ documents U8ing4pecialized terminology as determinec 
by the needs of the business (e.g. legal, medical) 










y 




I.D. Proofreads 'and- makes neat and .accurate corrections, of typed 
liaterial / ■ • = ^ 
















Comments; '.,,-* 






AREA OF COMPETENCY: ' RECORDS FILING ANp. MANAGEMENT (AS APPLIED 
' TO CENTER PRODECURES) ^ 










, ■ 




• • 


> • 

I.A. Maintains the currently used filing system 








\ 








I.B. Codes documents for filing 








V . 

! 


} 

\ 






I.e. Maintains index files 
















I.D. Maintains personal "work in progress" file ■ 








r 


t. 






I.E. Maintians central "work in progress" file , 




1 

1 












I.F. " Maintains log records • 






i 










I.G. Retains completed/output media for predetermined nuniber 
of days using the procedure for holding as. established by ' 
. the center 




% 




/ 






■ / 


1,1 

I.H. Maintains "tickler" filer . 












■ 


r 

• 



Comments: 
ERiC 
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^ , . ' ' ,/ 

, 'J 


111 


1 

' SEC 


r- 

;0JIDA1 


lY ■ 
INS'Hl 

t 


POST 
RATING 


SECO 

YR 

i 


INSTR 


1 

AREA OF COMPETENCY: OFFICE EQUIPMEIJT 


1 




■ 










IX Maintains office equipent !^ / 










Si 






Conuttents: ' ' . • ... ' ' ■ 

■ , ■ • « _ 1 ' ' ■ ■ ' 


AREA OF COMPETENCY: OFFICE SUPPLIES " 




. ) 










I 


LA. Maintains personal inventory' of supplies 




k * 












Comments: / * ' " ' / > • . . ' ' 

■ y ,. . ; , . . . •• ■ 


AREA OF. COMPETENCY: TELEPHONE COMMUNICATIONS ' 
















LA. Answers incoming telephone calls 






t ' 










I.Bi Placeg outgoing telephone calls , 


1 


1 

■ '■ \ 












LC. Keeps internal telephone r'ecords 




* 












LD, Looks up information by using the telephone directory 
















■I , 

I.E^ Places outgoing and receives , incoming calls using specia- 
lized equipment . ^ 




j 












^ .J ; — - 

* ■ * . ■ . • 

Comments: ^ - . . • . ^ 
' ^ — ^ ' ' ' r-; r- ^ 



- ft. ^ 



' Jt 


MINIMUM 
PROGRAM 
STANDARD 

• 


SE( 
RATING 


:ONDAR 
YR, 


Y 

IN^TR, 


' P()ST 

RATING 
• 


SECO^ 

YR, 

t 


IKSTR, 

A 


AREA OF COMPETENCY: REPROGRAPHIC SERVICES 


: 








... . * 


1 




LA. Creates needed copies 








1 








Coiments: ' - . 

• ■ ' ■ . . ' . ; , . ^ 


i 




• AREA OF COMPETENCY: REFERENCE MATERIALS 
















LA. .Uses general reference materials to compose, edit, aid in 
research, look up spelling, pronunciation, d^inition of. 
terms ■ ^ v ' - t ■ 










1 




!■ f 


fl — ; * ' 

LB. 'Uses specialized reference materials for understanding , of 
operations, procedures, and utilization of a word pro- 
cessing system ' 


**^ 












t 


LG. Uses specialized manuals specific to, the company 
















■ ^ y , 

'Cements: (, 






•J 




' — '—r ' " 

'AREA OF COMBETENCy-i HACHlT^E OPERATION 














. 


LA. " Operates^^e 10-key adding machine to perform basic duties ^ 
















LB. Operates the electronic display calculator to perform basic 
office duties ' 


1 








1 






I.C^ Operates the electronic prirfting, calculator to perform 
, basic office duties 
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* 

LD, Operates' the transcribing machine to perform basic office 
duties 



1,1, Operates the automatic/power typewriter to perform basic 
office duties (magnetic keyboard) Kind:, 



I,F, Operates Central recording equipment (input equipment) 
to perform basic office duties 
Kind! • ' 



I.G, Operates '^he envelope stripper to perform b^^sic office 
duties (Optional) 



I.H, Operates the continuous slitter to perform basic office 
duties (Optional) 



I.I. Operates the telex to perform basic office duties (Optional) ^ 



MINIMUM 
PROGRAM 



Comments: 



AREA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE SIMUU- 
. HON, STUDENT ORGANIZATIONS (OPTIONAL) 



I.A. Particflptes in supervise'd work experience training 
(co-op,, internship) ' 

Type of business, institution, or agency: 



Length of time; 



SECONDARY 



POST SECOW 
RATING YR, INSTR 



1 
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MINIMUM 
PROGRAM 
STANDARD 



SECONDARY 



POSTSECONDAHY' 



RATING 



YR. 



INSTR, 



I.B. Participates in simulated office program 
» Length of program: 



I.e. Participates in co-curricular student organizations 
Name of organization: * ' 'V 



Coments:' 



Statements of competencies can be gt;aded'at either the secondary or post-secondary level. 
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mm RfflESOOATIVES 



The following Industrial Representatives were Involved in the developuent of the task, list for this 
■occupational prograin. 



Mr. Dave MiUa 
Word Processing Consultant 
• President Woodbuiy Consulting 
and Development Inc. 
J*01 Woodland Drive . 
^ St. Paul, MN 55119 



Mr. Richard Zignego 
Jlnalyst, Methods and Procedures 
Burlington Nortl\em, Inc. 
176 East nfth Street 
St, Paul, MN 55101' 



Ms. Celeste NacAllister 
Supervisor 

Control Data Corporation 
P. 0, Box 0 

• Minneapolis, MN 55UO 



Ms. "Dorothy Sandburg 
Operations. Officer 
First National Bank of Minneapolis 
12Q South Sixth Street 
Minneapolis, MN 



Mrs, Jean Gevlng 
Supervisor, Corawnications 

Center . 
Gambles ' 
P. 0. Box 1(58 
Minneapolis, MN 551*^0 



Mr. Francis S. Bodine 
Manager, Clerical Methods 
General Mills, Inc. 
P. 0. Box. 1113 
Minneapolis, MN 



Ms. Joyce Gallentine 
Word Processing Manager 
MedTronic, Inc. 
6l20 Earle Brown Drive 
Minneapolis, MN 55^30 



Mr. Ronald Cornelius 
Word Processing Center 
MedTronic, Inc. ' ' 
6120 Earle Brovn Drive 
Minneapolis, MN 551*30 



J 



Ms. Artie S. Lewis 
Executive, Secretary ' 
3M Company 

Central bginee^ing Ii2-2W 
900 Bush Avenue 
St. Paul, MN 55101 



(Industry RepresentativeB Continued) 



Miss Judy Reese Ms. Carol M, Mack Mr, V. Ihoias Wojcik 

Word Processing rgupervlsor ^ Word Processing Supervisor ' Word Processing Supervisor 

Peavey Company Pillsbmy Company J State Farm Mutual 

1300 Second Avenue South 6oB Second Avenue Couth Insuri^nce Company 

Minneapolis, MH Mini.-'^polis, MN 1500 West Highvay 36 
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St. Paul, MN 55161 



Ms.' Linda Havenor Ms. Diane Dwyer 

Administ'^ative Supervisor, Adoinistrative Supervisor 

First National Bank -of Peavey Company 

, Minneapolis 130 Second A^nue 

120 South Sixth Street Minneapolis, MN 55'i02 
Minnfeapolis, MN 55^+80 
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DEVELOPBIS 

Curriculmii Articulation Project j 



/ 



Dr. Laura J. Burger, Director 
Ms. Deena B., Alien, Curriculum 

Specialist 
Statewide Curriculum Articulation 

Project 
3554 White Bear Avenue 
White Bear Lake, MN 55110 



Ms. Connie Kohls, Curriculum 

Specialist 
Statewide Curriculum Articulation 

Project 
Brainerd A.V.T.I. 
300 Quince Street 
Brainerd, m 56401 



James Heckler • ' 

Granite Falls a'. V.T.I. ' 
.Granite Falls, MN 56241 



Carfllyn Ball 
Central High School 
3416-4th Avenue South 
Minneapolis, MN 55408 



Sandy Tracy 
Hutchinson A.V.T.I. , 
200, Century Avenue 
.Hutchinson, MN 5535,0 



Faye Gurtz 

Dakota County A.V.T.I. 
Rosemoiint, MN 55068 



Ron Svedjin ■ 
Bemidji A.V.T.I. 
Roosevelt Road 
Bemidii, MN 56601 



Ann Czamecki 

Hennepin Technlchal Center North 
9000 North 77th Avenue 
Brooklyn Center, MN 55445 



Kate Goke 

St. Cloud A.V.T.I. 

St. Cloud, MN 56301 



Rita Craven 
Jackson A.V.T.I. 
Jackson, MN ,56143 



Chucl^rochlil 
Willmar A.V.T.I. 
'Box 1097 

Willmar, MN 56201 



Carol Grinacker 
Moorhead A.V.T.I. 
810 4th Avenue South 
Moorhead, MN 56560 



r 
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HUMAN RELATIONS AND PBtSONAL DEVB.OPMENT 

Secretarial/c lerica^L^ personnel work v;- th people,. For this 
reason additional compet.enc ie s^in the area of Human'^'Relat'^ions 
and Personal Development are- needed by the student who wishes 
tc bocciae employed. People work together when they have an 
understanding of themselves and their co-workers and wh-en they 
willingly make appropriate adjustments in their own behav-. 
ior, . ^ 

The STATEMETTS OF COMPETENCY shown in the following section of 
this task list represent the rainimal. Human Relationship and 
Personal Development skills needed by graduates of secretarial/ 
clerical programs. It should be recognized that students will 
co.n*ir.ue to learn about themselves and others through daily ex- 
pe«.ences they have in their careers. 

■ -J 
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HUMAN 



BIAHONS AND PBSONAl DP/aOM»ENI, 



,«atesaccepca.eofpeopl ■ 
^_^„,,,,,erbally«Uh people in co«,l«C^ „ 

c* shows/demonstrates tact 

I. racognfies ( ea.el^ ■ 

c recognizes the -aa^'* den »e«ages 
^. .recognizes the .eanlng of h« 

.« received co-workers, supetv 
, Ustenstoand resH=«'^--^'""' . , , . 

1 takes notes vhenrecelv*^^^^^^^^^^^^ 

periodically l«oks '^'l' " VeU 
; sks for clarlflcatio-^^^^^^^^^^ ' 

4 concentrates on one thing at , 
e ^.es directions anhesponds to other people- 

B«™E .. ..„...4)„, of aelf 



1. thinks positively'.about himself/herself an(^ ^\{lytf 

2. , does n(Jt show off to bolster his/her self-tv/' H 
3". waits for what 'he/she wants *f ^ 
.4. ' makes up his/her mind decisively 

5. adiiiits his/her shortcomings ^ /«. '';M\ 

■ \, recognizes and builds , on his/her strengths ^ \i 
h seeks out new, ways to develop his/her t^lei^^s 4 <8 

8. has a realistice self-image based upon, the \ r/V -Hiiii/t'^'^ 

9. has a positive attitude about self and oth^/S ' \ 

B. Displays personal development for social living 

1. handles personal finances ''^ 
. 2. ■ chooses life, style and housing options , (t\. 

a. displays an ability to live and work wyti ^ \ f y 

3. chooses safe and reliable transportation ^6. ® 
k. identifies personal biases,' prejudices, &^ ^^^i f 

C. Shows emotional maturity ' ' , 

' ; 

\' 

1. tolerates frustrations 

2. thinks for himself/herself A , V-^' 



L mm ror nimseir/nerseii ^cv , , 

3. is calm and exerts extra effort ^o'keep on / ^ ^ 

4. tackles unpleasant tasks, without self-pity 

5. takes responsibility for'his/her own actioi^^ , 

6. ' understands his/her role in group dynamics / 

7. takes orders without becoming obstinate ' js ^ 

8. is motivated by a long-range plan, not by vji^"^^ ^^fi \ ht^^f"'^ ^eelc 

9. does not nurse grudges or try to get even ' ^ k V 



D. Maintains professional maturity 

< 

1. 'has clearly defined career goals 7' r.f- 



a. views his/her job professionally, rath^^ / of''''''^^^^lng«1 '^^eck 

b. sees job satisfaction as part of good Hi/fM^lf^ 

c. sets realistic goals based on his/her yi^^ 



0 ^ 



AREA or COMPETENCY; PERSONAL APPEARANCE ■ ' . \ 

A. Maintains gpod physical titness behavior patterr^^^ 

Ion , ■ ' 
^ ' , 1, gets sufficient sleep 

ErJc ^' '.shows good nutrition 



1 



1 



3. gets propP"^ exorcise * 

4. has annual dental and medical check-ups 

5. has good posture 

B. Shows good visual poise 

^ 1. ■ demonstrates an appropriate method of standing, walking, sitting, bending and lifting 

C. Selects and wears proper office attire ' . 

1. is groomed attractively and tastefully 

a. ' wears clean, wrinkle free garments 

b. " wears flattering colors and garment styles for his/her figure 

c. chooses accessories that are appropriate for work 

(1) fads 
.■ (2) fashioti.s 

d. coordinates colors of garments and accessories worn together 

e. plans a wardrobe for a limited budget 

f. wears shoes tuat are quiet, puiioheJ, fa^ttneJ and iii good repair 

g. shops for clothing that is well constructed so that it will last 

D. Has good, personal hygiene habits 

bathes his/her body regularly 
uses antiperspirant 

has clean hair, skin, teeth, nails, and breath ' 
wears clean clothes that have been laundered properly 
removes hairpropgriy and regularly from selected areas of the body 
applies cosinetics in a skillful way to enhance features 
subtly applies body fragrances ' * 

AREly OF COMPE TENCY; O mji^TTlTUDE 

Relates to niale and female co-workers of all ages, skills, backgrounds, and positions 

1. contributes to a team effort 

a. requests and/or gives assistance to other people 

b. handles constructive/ion-constructlve criticism and profits from it 
" c. declines invitations gracefully 

d. responds cheerfully and gives praise when appropriate 

e. is supportive and encouraging to co-workers 
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2. assuines individual Job responsibility ' 

3. deals effectively with friction and tension within th« office 



a. 



t 



co-workers who don't assume full share of workload • 

b. loodiness of co-workers/supervisors , , 

c. favoritism among staff 

d. personal problems which interfere with work 

e. offensive language or behnvior of co-workers, lupervlsor or customers 

f. improper hygiene of co-workers which is offensive to others 

g. angry customers 

h. chronic complainers 

1. short-tempered co-workers, supervisor or self 

B. Supports company and employer by exhibiting professionalism 

1. shows loyalty to company 

2. follows the company's policies 

3. maintains confidentiality of company/institutional information 

4. anticipates needs of supervisor 

5. demonstrates cost control ' ^ 

a. conserve supplies 

b. use time efficiently , , 

c. develop and improve personal work methods and procedures 

6. displays good housekeeping habits • . 

a. cleans and maintains work area 

b. cleans and organli^einployer's work area as instructed 

c. makes coffee and keeps coffee area neat and' clean 

7. shows professional commitment to hia/ber employer 

a shows flexibility and willingness to try new approaches 

^. :s vetsatile and willing to adopt his/her behavior to new situations 

. c willingly works overtime to meet: scheduled deadlines 

I asserts his/her feeling, needs.4nd competence in co«unlcating with his/her employer ■ 

■ about salary, benefits, and comi^any policy 

C. Shows that he/she is dependable In the office situation. 
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1. has- work habits that insure v^ork being accomplished on time, and correctly 

■ 2. arrives at work oh time and maintains scheduled working hours 

3. plans and schedules work assignments anq priorities 

4. takes reasonable coffee breaks and lunch breaks ( 

'5. has a good attendance record with sick leave and personal days taken when necessary 

6. pays attention to detail so that high quality work is naintained consistently 

7. follows through to completion work that has been started 

D. Shows initiative in gaining professional advancements 

1. seelft job/self enhaucement experiences 

a- updates his/her skills and knowledge throagh fonnar education, in-house training, and 

informal communication , * • > . 

b. participates in professional organizations 

r 
t 

2. selects or rejects job.pr'^motlons based on opportunity', personal' goals,, and circumstances 
■ a- examines alternatives and engaget in career planning 

(1) , long. terra * ■. ^ * 

(2) short term ' ' . 

> . ' ■ '..r • ■ 

'AREA OF COMPETENCY: SOCIAL AKD BUSINESS ETIQUETTE . • >. 

A, 

A. Displays proper social etiquette •' ^ • , • .\ 

; " ' ■ ■ ' ' i 
1. etiquette for social functions (e-g- introductions, table manners, common courtesy) ■ 

♦ * 

B. Displays proper business etiquette- ' , ' - 
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cnvcr:2r ::ithco-vorkers and guests in a socially accept2tl3 manner,. '..'ithin the time. ' 
constraint of the 0." «:e 'situation v ■ , ' : 

a. office business (non-confidential) ' ' i, 

b. personal business , 

c. social events 4' 

d. topics of general interest . , v ■ 

2. uses the informal communications network (grapevine) within 'the office in a positive way 

3. refrains from contibuting to office gossip i 

• ' ■ HR/PD AA/CS^ 64 



4. addresses superior properly (e-g.Mr., Dr., Ms., etc.) 

^« formal 
^* non-formal 

* 

AREA OF'COMPST-ENCY; JOB SEEKING SKILLS 

A. Identifies job opportunities for which he/she- is qualified 

1. checks school bulletin board 

2. ■ reads newspaper ads 

3. contacts employment agencies 

a. state 
private 

4. uses bersonal contacts 

B. Prepares for job interview 

1. writes and types a resumfe 

2. composes and types a letter of application 

3. contacts a prospective employer 

4. arrives on time: \ 

^ 5. conveys ^^n optimistic outlook and willingness to learn 

C. Participates in a job interview " - 

1. dresses and grooms himself /her self appropriately 

2. obtains job information from, perspective employer 

job rcquircn:erits 

b. benefits ■ 

c. environment V 
salary 

e«. opportunity for advancement 
company's purpose and function 

,D. Follows -up on the job interview 

"1. sends an acknowledgment letter - 
2. makes a phone call 



a- 



COMPETENCY RECORD- 

HIMAN RELATIONS AND PERSONAL DEVELOPMENT 

OCCUPATIONAL PROGRAM: ADMINISTRATIVE ASSISTANT JfljHfi oj %kL- 

. ' AND C 
, CORRESPONDENCE SPECIALIST 



^This competency record tells what the student, who is naed above, has demonstrated that he or she can 
.do. ,A graduate is one who has demonstrated competent performance of all the tasks designated for this • 
occupational program. This competency record is to be used as an expansion of and/or supplement to the / 
traditional report card. Student performance can be rated at the secondary and/or post secondary level. 



RATING SCALE: 


^ ■ 


5 


- Performs task(3) with ability that consistently 


1 - Is unable to perform task(s) . • , 




exceed(s) program minimum standar^ set for job 






entry level; very competent. 


T - Demonstrated ability to perform task(s) at or 




above job entry level by taking a challenge 


4 


- Performs task(s) at job entry level; competent. 


test. 


3 


- Performs task(s) with periodic assistance. 


PWPM - Actual production words per minute (PWPM) 




- Performs task(s) with constant assistance. 


obtained by student. 


2 





SCHQOL(S) ATTENDED: 



DATES' ATTENDED INSTRUCTOR'S NAME(S) 



ERIC 
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MINIML')! 
PROGRAM 


SE( 


;omF 
v., 


> 

Y 

r:;sTR, 


R.^TING 


SECO: 
iL 


0 

mi 


AREA OF COJIPETENCY: COMMUNICATIONS . . 
















A. Denionstrates acceptance of people in- a friendly-business-like 
manner ; 




c 


> 










B. Listens to and responds to the messages received from co- 
workers, supervisors and visitors- 
















C. ' dives directions and responds to other people 




\ 












Coaments: ■ ' ^ 


1 I- 


AREA OF COMPETENCY:. SELF-DEVELOPMENT 
















A. Demonstrates a disposition for continued personal growth and 
understanding of self 
















B. Displays personal development for social living 






\ 




• 






C. Shows emotional maturity 














\ 


I5,„. Mafni-flinc; nrofeflsional maturitv 


1 




\ 










Comments: 










AREA OF COMPETENCY: PERSONAL APPEARANCE 
















A. Maintains good physical fitness behavior patterns 
















B.' Shows good visual poise 
















C. Selects -and wears proper office attire 
















I ^^ood personal hygiene habits 
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CooiDents: 



AREA OF COMPETENCY: OFFICE ATTITUDE 



A, Relates to male and female co-workers of all ages, skills, 
backgrounds, and positions 



B. Supports company and employer by exhibiting professionalism 

C. Shows that he/she Is dependable in the office situation 

D. Shows initiative in gaining professional advancement, 



Comments: 




AREA OF CO^IPETENCY; SOCIAL. AND BUSINESS ETIQUETTE 



A. Displays proper social etiquette 



B.' Displays proper business etiquette 



Comments: 



0 



AREA OF COMPETENCY: JOB SEEKING SKILLS 



A. Identifies job opportunities for which he/she is qualified 



B. Prepares for job Interview 



ERIC 



rtlclMes in' a lob interview ' 





D. Follows -lip on the job interview 
Conents.' 



PROGPAM 


SEC 


ONDAf 

VP 

• f 




PC3T 





















statements of competencies can be graded at either the secondary or post-secondary level. 
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Developers: Human Relations' and Personal Development 



Ms. UodaMerson 
Hutch&son A.V,T.I. 
Hutchlnsoa, MN 55350 




Ms, Linda Jeffries 
^ Moorhead A.V.TJ. 
810 Fourth Avenue South' 
Moorhead, MN 5656O 



Ms, Ann Ellinson 
Moorhead A.V.T.I, . 
810 Fourth Avenue South 
Moorhead, MN 



Mr. Milo Loken 

Hennepin Technical Center North 
9000 North TTth Avenae 
Brooklyn Center, MN 55'*'*5 



Ms, Mary Ruprecht 

Word Processing Management 

CcHodtaiit 
ikO West J^yrtle Street 
Duluth, Mil 55881^ 



Ms, Willa Campbell 
St. Cloud A.V.T.I, 



5<j301 



Miss Shirley Buckholz 
Minnetonka High School 
1830 Highway T 
Minnetonka, MN ' 5531*3 



Ms. Cheiyl Boche 

South Washington Co, Schools 

Park High 

Cottage Grove, MN 550J5 



Ms, Katheryn SimonBon 
Brainerd A,V,T,I, 
300 Quince Street 
Brainerd, MN 



'Ms. Marlene Paulcovitz 
916 A.V.T,I, 
3300 Century Avenue 
White Bear Lake, MN . 55110 



Mr. Frank Starke 
Alexandria A.V.T.I. 
Alexandria, MN 5^308 



Mr, Dennis lyngen 
Alexandria A, V.T.I. 
Alexandria, MN 56308 



Mr. Dave Teske 
Hutchinson A.V.T.I. 
Hutchinson, MN 55350 
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APPENDIX-A 



Administrative Supervisor 

A task list has not been prepared for the administrative supervisor. It is essential that a worker 
have a basic awareness of company, organizations, policies, and practices that can be obtained only 
through actual work experience within the company. 

Additional training could be benificial in the area of administrative techniques to acquaint a 
person being promoted to a managerial position with some of the responsibilities he/she may assume. 



These responsibilities include:' 

-supervises administrative support staff 
-dictates over own signature 
-handles complaints and requests 
-prioritizes workload and distributes work 
-assigns work to proper persons andi gives directions' 
-develops work schedules and assignments 
■ -assumes responsibility for follow-through and meeting deadlines 
-handles personnel-related requests and problems of staff 
-maintains high level of morale among workers 
-motivates people to achieve desired results 
-conducts and attends staff meetings 
-makes presentations 

-updates and maintains organizational charts 
-devielops training schedules ^ 
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*-maintain$ confidential personnel records 

-correlates and/or consolidates work of other secretaries 

-assumes responsibility for accuracy of oWh vork and for accuracy of 

rwork prepared by others for principal ' s signature 

-hcuidles budget responsibilities such as reviewing budgets from other 
departments, evaluating budgets and reporting findings to next level 
of management 

-conducts "Career in-house training' sessions 

-performance planning and appraisal duties 

^-designs emdr-develops more efficient systems when needed (e.g. systems 

for receiving- telephone messages) 
-maintains quality cpntrol anp proiiuction 

-detejrmines standards of performance for quality and quaintity pf output 
-stays well informed of the latest developments in the organization 
-maintains a good self-image and communicates with others 
-paurticipates in outside professional organizations to maintain technical 

proficiency * ' 

-prepares manuals for job procedures, work flow and distribution ^ 
-makes recommendations for staffing and promotion 
-interviews people 

-performs varied administrative duties 

-THINKS (e.g. new methods, efficiency, speeches) 
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